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EDUCTION-IN-FORCE

A Reduction-in-Force (RIF) occurs when changing priorities, budgetary constraints,
or legidlative actions require the Department to abolish positions or to change duties
so significantly that the employee no longer qualifies.

Not every RIF resultsin employee separations. Many employees whose jobs are to
be abolished are placed in other positionsin the Department or other state agencies.
Employee separations do not occur until management has considered every feasible
alternative schedule (eg., freeze on vacant positions, limits on purchasing and travel,
job sharing and work schedule alternatives). Retention and separation of individual
employees are based on certain factorsincluding type of appointment (temporary,
probationary or permanent), length of service, and performance. Equal Employment
factorsare also considered to avoid adverse impact on minorities, veterans, employees
older than age 40, and empl oyees with disabilities.
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What are my rights?

How will the Department of Health
and Human Services help me?

Y our appointment status determines your RIF rights. Y ou have RIF rights
under state law and policy if you have obtained career status employeein
apermanent full time or permanent parttime (20 or more hours per week)
appointment, or have served in atime-limited appointment for three years
or more. You are acareer status employee (or career state employee) if you
are employed by the State for the immediate 24 preceding months.

If you do not know your appointment status, contact your human resource
manager.

RIF rightsreflect the State’ sintent of employees separated through a
Reduction-in-Forceto continue or restore employment with the same ap-
pointment status, salary grade, and at asalary rate equal to that held at the
time of notification. 1f you meet the minimum qualificationsfor a position
and can perform the job in areasonable length of time, including normal
orientation and training given any new employee, a state agency must offer
you the vacant position prior to employing another who is not acurrent state
employee. The priority isfor positions which are at asalary grade equal to
or below that held at the time of notification.

Thispriority remainsin effect for 12 months from the date you receive
written notification of separation. If you are an employee who hasreceived
aReduction-in-Force notification and have more than 10 years of state
service, you have ahigher priority than those RIF employees with fewer than
10 years of state service in the same or related classification.

Y ou have the right to appeal a separation due to a Reduction-in-Force or a
denial of priority placement or reemployment consideration. Appeal rights
are set forth inthe Department’ s reduction-in-force policy (See Reduction-
In-Force Policy located in the Appendix). Contact your division or institu-
tion human resource manager if you have questionsrelated to the RIF policy
and/or your appeal rights.

The Department of Health and Human Services has written guidelinesfor
RIF which ensure that potential separations are based on afair and system-
atic basis. Even before providing written notice, the Department pursues
aternativesto staff reduction. Management informs employees of a Reduc-
tion-in-Force as soon as possible (at least calendar 30 days prior to separa-
tion). Written natification includes the reasons for the RIF, your digibility
for priority placement and reemployment consideration, appeal rights, and
benefitsinformation. The Department will assist employeeswith placement
and support services.

Y our division or institution human resource manager is your primary contact
for placement assistance and services. The HR manager will coordinate
placement in your division or institution and will work with the Division of
Human Resourcesto provide placement assistance throughout the Depart-
ment. Information on current vacancieswill be made availableto you by
your human resource manager, who will also assist with determining qualifi-
cations.

(Continued on Page 2) :I
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Doesthe State of North Carolina provide
severance pay if | am separated through
a Reduction-In-For ce?

AsaRIF'd employee, if | am on short-
term disability, when does my priority
reemployment benefit begin?

(Continued from Page 1)

The Department will coordinate out-placement assistanceif you wish
to seek employment in other state agencies. Thismay include assis-
tance on resume preparation and interviewing skills. Placement
referral includes coordination with the Office of State Personnel and
the Employment Security Commission.

The Office of State Personnel also provides support for reemployment
assistance. (See Office of State Personnel in Appendix). Additionally,
the Office of State Personnel maintainsareferral system which will
send your application to vacancies within agencies. All state agencies
arerequired to post vacancies for which they are openly recruiting
with the Office of State Personnel.

Youwill beeligiblefor severance salary continuation if you are
separated and there is no foreseeabl e opportunity for reemploy-
ment. Severance salary continuation is paid on the mid-month
payroll following the month for which it isdue. For example,
payment for July will be made on August 15. Social Security,
federal and state taxes are the only allowable deductions. Sever-
ance salary continuation must be approved by the Office of State
Budget, and is subject to the availability of funds. Should you be
eligible and apply for retirement before separation, you would
not be entitled to severance salary continuation.

Under DHHS sReduction-in-Forcepolicy, typically an
employee’ s priority reemployment rights begin on the date of
notification. However, if you are on short-term disability, then
your rights under this benefit would not begin until your short-
term disability ended and you were able to work.




I a EEMPLOYMENT

Now that you have received written notification that your position will be subject
toaReduction-in-Force, itiscritical that webegin the processof identifying other
job opportunitiesfor you. Thisresponsibility rests with both you asan employee
facing apotential layoff and the NC Department of Health and Human Services.
Thischapter explainsyour rightsfor reemployment including information on two
key componentsof the process: job placement priority and priority reemployment
consideration. The Department's RIF policy, whichisincluded in the Appendix,
offersspecificinformation onthesetwo componentsof thereempl oyment process
and your eligibility for them.

What you need to remember is that there are several agencies ready to offer you
support and assistance. Y our division or institution human resource manager will
coordinateyour job search, and will help youidentify prospective opportunitiesin
other state agencies.

TheNC Officeof State Personnel and the Employment Security Commissionwill
be available for job assistance. More important, this chapter provides you with a
detail ed procedureto beginthe process, andit outlinesyour responsibilitiesaswell
asoursin helping to continue your employment without interruption.

Please pay particular attention to this section on reemployment. If you have
guestions, you should contact your divisionor institution human resourceofficefor
guidanceand additional information.
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What should | do to get another State job?

Can | maintain my current salary?

Y our first and most important step isto complete a State of North
Carolinaemployment application and submit it to your division or
institution human resource office. Thisisacritical first step and
should becompleted quickly!

Y our application will beforwarded to the Division of Human
Resources, and will then be sent to the Office of State Personnel
for registration in the state’ s reemployment program. As statewide
vacancies occur, the Office of State Personnel will send aRIF
certificate for that job classification to the state agency posting the
vacancy.

If the RIF certificate and the types of jobslisted on your applica-
tion match, then your name and a copy of your application are
automatically forwarded to the agency which posted the vacancy.
If you qualify for the specific job posted by that agency, then the
agency must contact you and offer you an interview.

Human resource office staff in your division or institution will be
available to meet with you to review your application and make
surethat it has been properly completed. They will also help you
identify appropriate jobswhich interest you and for which you are
qualified. Y ouwill notice that the state employment application
provides space for listing three jobsin which you are interested. |If
you have interest in more than three, you will need to attach a
typed or handwritten addendum to your application.

When you are listing jobs, it is advisable to also consider jobs at
the samelevel or lower level sthan the one you currently occupy to
increase your chances for reemployment. If you have priority
rights, these rightsremain in tact even if you accept alower level
position. Just give yourself every possible opportunity for reem-
ployment that you can.

If you accept a position at the same salary grade, you will be paid
at the same salary rate you had when you received notification of
separation by a Reduction-in-Force. If you accept a position at a
lower salary grade, the salary rate will be maintained up to the
maximum of the lower grade. If you accept aposition at alower
salary grade or salary rate than the one held at the time of notifica-
tion, you will retain priority for your former salary grade and rate
for the balance of your 12-month period of priority status.




How do | find out about other jobs?

What is Priority Placement
and Priority Reemployment
Consideration?

Staff in your human resource office will ensure that you have access
to current vacancy listsfor positions available in the Department of
Health and Human Servicesin addition to other state agencies and
institutions. Vacant positions are usually announced in printed form
or electronically through the state's automated job listing service
known as"PM Jobs." The State's automated job listings are available
through public libraries, university libraries, local offices of the
Employment Security Commission and can be accessed on the Internet
at http://mww.osp.state.nc.us/jobs/.

Please remember that your effortsto identify vacancies and potential
job opportunities can be your best advantage. Whilethejob searchis
amutual responsibility, you can certainly increase your prospects for
job placement by aggressively searching for vacancieswithin the
department aswell as elsewherein state government. Evenif you
identify vacancies which you did not include on your application, we
strongly recommend that you apply for them and attach a copy of your
RIF notification letter. When you do this, you alert the agency with
the vacancy that you have priority rights to the position.

Remember that if thevacant position isat thesameor higher level
than the onefrom which you have been RIF'd, you will forfeit
your priority rightsif you declinean offer tointerview.

Again, your human resource officein your division or institution will
provide all possible assistance to place you in another position, so you
will need to maintain contact with them throughout your job search.

Priority Placement and Priority Reemployment Consideration
aredefined in the Department's Reduction-In-Force Policy found in
the Appendix of thisresource book. Simply, once you have been
notified in writing that your position will be subject to a RIF and that
you will be separated, you are accorded certain employment rights. If
you are a career state employee with a permanent appointment or have
served in atime-limited appointment for three years or more, you have
"priority placement rights" until your separatoin. After the position has
been abolished, you are accorded "priority reemployment consideration”
rights. In either case, you are accorded priority rightsto vacanciesfor
which you qualify. If you meet the minimum qualifications for aposition
and can perform the job in areasonabl e length of time, including normal
orientation and training given any new employee, a state agency must
offer you the vacant position prior to employing anyonewho isnot a
current state employee. Y ou are ensured of these rights and considerations
for 12 months from the date of written notification that you will be
separated from a position subject to a Reduction-in-Force.




What if I'm eligibletoretire?

If you decideto retire or apply for retirement after receiving an
official written notice of animpending Reduction-In-Force, you
will waivetheright to priority reemployment consideration. If
you choose to apply for retirement after separation through a
Reduction-In-Force, you may retain priority remployment
consideration during the 12-month period.




AREER SUPPORT SERVICES

Whether it has been some time since you last entered the job market or not, it
isworthwhile to brush up on your job hunting skills. Thisisagood timeto
inventory your strengths and weaknesses, take afresh look at your options
and plan your next career move. Inthissection, youwill find information
on:

m State of North Carolina Employment Application
m Job Search

m Resourcesfor Job Information
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Do | need to submit a new
Applicationfor Employment?

Why can't | just send aresume?

How does human resources" qualify"
my application?

Y es. The Application for Employment isan important marketing
tool. Information that you provide on this document will givea
human resource manager and a hiring manager the opportunity
to review and assess your qualifications against other applicants.
The employment application isaprimary recruiting tool for any
organization considering applicantsfor jobs.

Updating your current job application isan important step

in your job search. Your current application is a part of

your personnel filelocated in the human resource office of

your current division or institution. If your application ismore

than six months old, you should complete anew one. Current
information will improveyour competitive positionin the selection
process. If your application islessthan six months old, you can
attach an additional sheet to a copy of the application fileasan
update. Be sureto giveyourself credit for every month of experience
attained. Y ou should also be sureto include all work experience that
isrelevant to the job for which you are applying. Related volunteer
experienceisalso considered. Some applicantsomit experience that
occurred more than 15 or 20 years ago, but it is strongly advised that
you include any relevant experience regardless of when it occurred.

To ensure full consideration for any state job, you must submit
asigned and dated application to the appropriate hiring agency.

A resume can supplement the application, but it does not replaceit.
The signed application isan official state document and is used
todeterminesalary, verify educational credentials, investigate
prior convictions, and document an applicant's salary history.

A resume does not always provide such information, so it becomes
extremely difficult to qualify individual sfor employment or to
propose afair salary.

The human resources staff reviewing your application will ook
at the experience you have listed on your application to seeif it
includes the minimum training and experienceto qualify for the
position. The following sample vacancy posting liststwo
variables—minimum qualifications and management preference.




If 1 list my job titleand my basic
duties, isn't that enough?

Wherecan | get information on the
classes/training | havetaken on thejob?

How do | know what to list for my
experience?

Example: Personngl Analyst I

Minimum Training and Experience: Graduation from afour-year
college or university and three years of human resource experiencein
atechnical, officer, or administrative capacity; or an equivalent
combination of training and experience demonstrating the required
knowledgeand abilities.

Management Preference: Threeyearsof experiencein position
management, compensation and salary administration are preferred in
addition to the minimum educational requirements.

In the preceding example, you qualify for the Personnel Analyst 1
classificationif you meet the necessary Minimum Training and
Experiencelisted in the vacancy posting. Y ou aso qualify for the
vacant position of Personnel Analyst 11 if you satisfy the additional
skillsrequirementslisted under M anagement Preference. Some

positionsrequire additional experienceto meet thejob requirements.

No. If the position callsfor specific skills under the "required
gualificationsand preferences," there may not be enough information
to qualify you. Be sureto read the vacancy listing carefully. When
preparing your application, be sure to cover all of your main duties
and training experience. Thismay include both formal education and
other job-related training.

Thetraining coordinator for your division/institution can provide you
with alisting of the classes you have taken.

When reviewing the major parts of your job, both your job description
and work plan should be helpful. Inthe rush to complete an applica-
tion, it is often easy to overlook an infrequent part of your job which
may be relevant to the job you seek.




Do | haveto type my application? It is not necessary to type your application. However, if you
do not type your application, be sureto print clearly and legibly
in blue or black ink.

How do | complete the application for FIRST NAME: For consistency itisagood ideato use
employment? the same name used on your current application.

JOBSAPPLIED FOR: You needto consider jobsfor
which you qualify and those which you would actually
accept if offered. If you apply for all the jobsfor which
you might be interested and then are offered a position,
you may jeopardize your priority reemployment status
if you declinethe offer.

TRAINING: Review thedifferent classesyou have taken
over the past five years. Consider which of theseis most
applicableto the position for which you are applying. While
you may have taken a number of classes, some are more
relevant to the job than others. For example, stress reduc-
tionisagreat classfor personal development, but may not
have direct application to demonstrating your job skills.

SPECIFIC COURSES: Some classes are necessary for the
work done or are mandated. For example, Health Care
Technicians are required to take First Aid training annually.
If you completed in-service certificationin First Aid train-
ing, you would list the course and the years you took the
class:

First Aid Training 1993, 1994

MEMBERSHIPS: List any professional organizations
relative to the position for which you are applying. Include
any officesyou have held.

CURRENT EMPLOYER: List thefull name of the
agency including thedivision or ingtitution. Thiswill speed
up mail delivery.

DHHS Box 2134
John Umstead Hospital Butner, NC 23411

SUPERVISOR'SNAME: Useforma namesrather than
anickname.

Example: John Smith instead of "Red" Smith




Wherecan | get an application?

What steps should | take to begin my
job search?

REASON FOR LEAVING: Indicate that you have been RIF'd.
This alerts the human resource officer that you may have priority
reemployment status.

LIST MAJOR DUTIES: Beforelisting job dutieson your
application, jot them down on a sheet of paper and consider which of
themismost critical. Be sure to comparethislist with what islisted
inthe vacancy posting under both minimum training and experience
and under management preferences.

Y ou can obtain a State of North Carolina employment application
from your division's or institution's human resource office, local
library, Employment Security Commission office and over the
Internet. (http: // www.osp.state.nc.us/jobs/gnrlinfo.htm#app)

| dentify the type of job you want (positions for which you qualify,
careers similar to the job you have now, or potential new careers).

Have awell-organized application which showsthat you havethe
qualificationsfor the job you seek. If you are considering a position
outside of state government, then awell-written resumeisessential.

Identify potential employersfor whom you would liketo work as
well as everyone you know who may be aware of openingsin your
field (family, friends, co-workers, neighbors, or professional organi-
zations).

Ask potential employersfor advice on resources and contacts that
may lead to the job which interests you. Ask them to keep youin
mind when vacanciesoccur.

Follow up with athank-you note to people you visit and call themvia
telephone once every two to three weeksto seeif they know of any
vacanciesin your areaof interest.

Gather enough information so you can adequately evaluate your job-
hunting strategies.




What resour ces exist that will help me
findajob?
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7. Makealist of all the prospective employersyou have discovered

through your research, including the name of the person in charge
of the department in which you wish to work.

8. Listyour top 20 potential employment targets.

9. Sendtailor-made cover letters and resumesto the person with the

authority to hire you from the top 10 on your list.

Employment Security Commission Vacancy Listing. Thelnternet
Job Information Service provided by the Employment Security
Commission (ESC) of North Carolinaisaself-directed system
which providesalisting of current job openings. The serviceis
available through most county libraries. If you have accessto

the Internet, it isalso available through one of the several network
services.

To apply for ajob in which you are interested, you must be a

U.S. citizen or an individual authorized to work in the United States.
In North Carolina, you may visit the nearest Employment Security
Commission Officeto register and to receive moreinformation. The
Employment Security Commission will requireyouto visit their
officesasthey do not take information viathe tel ephone.

Youwill beasked to submit acompleted State of North Carolina
Application and you may include aresume. When you areinterested
in aspecific position, you must include the Job Number(s), Occupa-
tional Code(s) and your Socia Security Number. The Employment
Security Commission uses acomputer linking system and your Social
Security Number to enter your name into the computer system for
identification and retrieval. If your resume meetsall of therequire-
mentslisted in the job order (vacancy posting), it will be presented to
the employer for further consideration.




State Gover nment Vacancy Listing. The Office of State Personnel
offers an automated job vacancy listing called PMJOBS. Copies

of the vacancy listing are available for review in your division/
institution human resource office and in many of thelocal libraries.

OSP servicefor state employees. The Office of State Personnel
maintains an office for job referrals of state employees. The Em-
ployee Sel ection and Retention Services section islocated on thethird
floor of the Administration Building, 116 W. Jones St. in Raleigh.
Assistance may be reached at 919-733-7922.

NCSU Office of Continuing Education. The NC State University
Office of Continuing Education provides career reviews, counseling
services and aternatives for those desiring to change careers and who
may need additional education. Theofficeislocated inthe

M cKimmon Center on the NCSU campus.

Women'sCenter. The Women's Center of Wake County provides
career development workshopsin addition to workshopson job
hunting for aminimal fee. The center islocated at 128 E. Hargett St.,
downtown Raleigh. Telephone: 919-829-3711

Chambersof Commerce. Local Chambers of Commerce provide
directories of businesseswithin an area. Copiesof these directories
areaso located inlocal libraries.

County Libraries. Bookson job hunting, interviewing and resume
writing, and information on local employers can be found in most
libraries.
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ENEFITS

In the weeks ahead, your employment benefits are among the most important
decisions facing you. Most employees who find themselves occupying positions
which aresubject toaReduction-in-Force (RIF) are concerned with the continuation
of health carecoverageand other insuranceprogramsunder payroll deduction. Also,
youwill likely have questionsabout your retirement benefitsand thefundsyou have
contributed to your retirement account. You also may have questions about your
vacation and sick leave balances.

This chapter will answer many of these questions and provide guidance on exactly
what you need to do, when you need to doit, and whom you need to contact. Itisour
hopethat your benefitswill continue uninterrupted sincethe Department will makea
concerted effort to place you in another position. But if you find that you arefacing
separation from stateemployment asaresult of aRIF, thefollowinginformationwill
certainly be important to you.

For moreinformation on benefits, contact your divison or institution human resource
officeimmediately. Benefitsrepresentativeswill helpyouwithany questionsandwill
make sure you know who to contact for specific guidance.




Community Service
Leave

Sick Leave

Vacation L eavePayment

L ongevity

U.S. Savings Bonds

If you transfer to another state agency, the balance of your community serviceleave
will be transferred to that agency. Y ou may contact your human resource manager
to confirm your community serviceleave balance.

Y ou cannot be paid for accumulated sick leave if you are separated. However, if
you return to state employment within five years from your last day of work, your
accumulated sick leave will bereinstated. If you transfer to another state agency,
your sick leave will be transferred to your new agency. Sick leavewill also be
transferred to alocal agency (those described under Vacation Leave) if the agency
agreesto accept thisleave. Similarly, if you are employed at alater date by one of
the listed agencies, your sick leave may bereinstated if the agency agrees. You
should contact your human resource office to confirm your sick leave or if you need
verification sent to your new agency.

If you are separated, you will be paid for the vacation leave you have accumulated
up to amaximum of 240 hours on the earliest payroll possible following your
separation. If you transfer to another state agency before you are separated, your
vacation leave will be transferred to an area mental health, public health, social
services, or emergency management agency. If the agency head iswilling to accept
the leave, it also may be transferred to a public school, community college, or
technical college. Y ou may contact your human resource office to verify your
vacation leave balance in case of atransfer to another agency or employment
separation.

If you are eligibleto receivelongevity pay and are separated from state government,
you will receive aprorated amount on the earliest payroll possiblefollowing the
date of your separation. If you are transferring to another state agency, you will
receivelongevity on your regularly scheduled eligibility date. Please notethat if
you do transfer to another state agency, the receiving agency isresponsiblefor the
payment of longevity.

If you are purchasing a US Savings Bond through payroll deduction, you will
receive arefund of the amount you have paid toward the purchase of the
bond. If you are transferring to another state agency and are interested

in continuing in the program, you should contact your new human resource
office.




Health I nsurance

Retirement

ServiceRetirement (Unreduced Benefits)

Early Retirement (Reduced Benefits)

Discontinued ServiceRetir ement

Y our health insurance coverage under the State Health Plan

will be paid for you up to one year following the date of separa-
tion, provided you have 12 or more months of consecutive state
service. After this, you may continue coverage on a contributory
basisfor aslong asyou desire. |f you have dependent coverage, it
also may be continued on a contributory basis. Contact your
human resource manager for moreinformation.

Y ou may retire with unreduced serviceretirement benefits after

* you reach age 65 and compl ete five years of creditable
service, or

» you reach age 60 and compl ete 25 years of creditable service, or

« you complete 30 years of creditable service, at any age.

Y ou may retire early with areduced retirement benefit after
* you reach age 50 and compl ete 20 years of creditable service, or
* you reach age 60 and complete five years of creditable service

Y our early retirement benefit is determined by the same formulaas
aserviceretirement. However, because benefits may be paid over
alonger period of time, they will be reduced. The amount of
reduction depends on your age at retirement.

State employees who are at least 55 years of age and have 20 years
of creditable service, and who are separated due to RIF, may be
eligiblefor full retirement without areduction in benefitsinstead of
severance pay. Y ou may also beeligiblefor reduced retirement
benefitsif you are 50 years old and have 20 years of creditable
service. Please notethat funding for discontinued serviceretire-
ment must be recommended by the Secretary and approved by the
Office of State Budget beforeit becomes an option. Approval by
the Secretary and the Office of State Budget depends primarily

on the financial ability of the State of North Carolinato fund
discontinued serviceretirement.




Deferred Retirement

Refund of Retirement Contributions

Y ou may dtill receive aretirement benefit, evenif you leave
before service or early retirement. Y ou are entitled to abenefit at
alater dateif you leave for any reason-at any age-after you have
completed five years of creditable service, provided you do not
withdraw your contributions.

Y our benefit is determined by the formulain effect on the effec-
tive date of your retirement. It is based on your average final
compensation and years of creditable service. Y ou can apply for
deferred paymentsto begin when you reach age 60.

If you have at least 20 years of creditable service when you leave,
you can apply for early payments beginning at age 50. However,
your benefit is reduced because you may receive paymentsfor a
longer period of time.

If you leave the State of North Carolina Retirement System
before you have five years of creditable service, the only payment
you will receiveisarefund of your contributions.

If you have five years of member service, you have the option of
leaving your contributionsin the retirement system and maintain-
ing all of the creditable service you have as of the date of separa-
tion. Please notethat if you elect to leave your contributionsin
the retirement system and you have made contributionsfor at
least five years, you are entitled to retirement benefits at alater
date.

If you leave state employment, you al so have the option to
receive arefund of your contribution to the retirement system. It
isimportant to note that if you have your contributions refunded
and are re-employed by the State at alater date, you have to
contribute five yearsto the retirement system before you are
digible to buy back your prior state service. Buying back prior
state service can be expensive. If you have at least five yearsas
acontributing member, interest will be added to your refund.

Y our refund application will be forwarded to the retirement
system once your agency has processed your final paycheck for
time worked and accumulated vacation leave. State law does not
permit the retirement system to make refunds earlier than 60 days
after your application isreceived. Refund applicationsare
available at your human resource office.

14]




Payroll Deductions

Unemployment Insurance
Benefits

If you transfer to an agency under the Local Government Employees
Retirement System, you can transfer your contributions and creditable
service aslong asyou are an eligible member of the system to which

you are transferring and have not received arefund of your contributions
from the state retirement system. Transfer applications are available
from your human resource manager.

If you transfer to ancther state agency, your retirement number will remain
the same and you have no option of withdrawal.

Contact your human resource manager for additional information on
your retirement options.

If you are enrolled in any group life, accident, disability income, dental or
cancer coverageinsurance plans paid by payroll deduction, you will need
to contact your agency/institution for information on continuation options
if you are separated by RIF. 'Y our human resource manager can provide
the appropriate contacts for any of these insurance companies or service
groups. If you transfer to another state agency that provides the same
insurance coverage through payroll deduction, you should contact your
new human resource manager for information on transfer of your coverage.

If you separate from State of North Carolina government and have a payroll
deduction for either Deferred Compensation or the 401(K) tax-sheltered supple-
mental retirement plan, you will need to contact the respective officeto discuss
what should be done with the proceedsin your account.

If you transfer to another state agency, you should contact your new human
resource manager for transfer information.

If you have payroll deductionsto the State Employee's Credit Union, you
should contact aloan officer since your deductions stop when you leave

the State's payroll. Deductions do not automatically transfer to another state
agency. You must contact the Credit Union directly.

Y ou may be eligibleto receive unemployment insurance benefits. Y ou should
contact your local office of the Employment Security Commission concerning
your elgibility to receive benefits. Y ou are not eligibleto receive unemployment
insurance benefitswhilereceiving severance salary continuation.




MPLOYEE ASSISTANCE PROGRAM

The announcement of aReduction-In-Force (RIF) and the potential 1oss of em-
ployment can affect you in different ways. Some employees move through stages
of emotional stresswhen trying to cope with the news. The Employee Assistance
Program (EAP) offers arange of support servicesto employees and their family
memberswho are confronted with the prospects of reemployment or job loss.

EAPisaconfidential counseling service which helpsemployeesdefine problems
affecting them personally and identifies appropriate resourcesto ease and hopefully
resolve personal crises. Counseling servicesare offered for employeeswho
experience job-related stress, family and marital difficulties, financial or legal
problems, work-life conflicts, and substance abuse.

Y ou may contact the employee assistance program directly or you may ask your
immediate supervisor or human resource office for assistance.
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If | need to talk to someonein EAP,
how can | arrange an appointment?

Do | need to schedule time off to see an
EAP counselor?

Will my family have accessto the EAP
services?

Does my State Health | nsurance cover
servicesrendered by the EAP program?

How long do assessment sessions last with
an EAP counselor?

Wherewill my scheduled appointment with
the EAP counselor be held?

Will any information discussed at the EAP
session be shared with my employer or
family?

Areother servicesprovided?

Appointments with an EAP counselor are as ssimple as picking
up aphone and calling the counsel or which serves your agency.
Phone numbersfor counselors are listed with each facility.

Y our supervisor or human resource manager can help you with
arranging appointments.

A supervisor'sapproval isneeded to schedule leave timefrom
work. However, you do not have to discuss your personal con-
cernswith asupervisor. Thetimeyou spend with the EAP
counselor is not taken from your leave account. If areferral is
made by EAP to athird-party resource, leave time must be taken.

Y es. Because afamily member's problem may affect the
employee'swell-being, the program isavailableto theimmediate
family membersof an employee.

Thereisno cost for services provided by the Employee Assistance
Program counselors. Any costs associated with referrals made by
the EAP program will be the employee'sresponsibility. Your EAP
counselor will discussyour insurance benefits, and make every
effort to help you get the best servicesfor areasonable rate under
your covered plan.

Sessions normally last from oneto two hours.

Sessions are scheduled either at the counsel or's of fice or may be
scheduled at any location mutually agreed upon.

No. Your visit with the EAP counselor will be confidential. No
information will be given to anyone without your written consent.

Yes. Sessionsto help groups of individuals affected by a Reduc-
tion-in-Force understand all of the mixed emotions associated with
loss of ajob will be offered through the Employee Assistance
Program. The RIF sessions can help you recognize normal

stress reactions and begin the adjustment process needed to focus
positively on your future.

The group processwill allow you to share feelings and to support
other state employeeswho arein similar positions during the
transition. Participation isvoluntary.

For further information on EAP ser vices, contact your human

resource manager or call the DHHS Employee Safety and
Health section at 919-733-2662.
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Appointments and Separ ations

NC Department of Health and Human Services Policy and ProceduresManual
Division of Human Resour ces Section 11

Reduction-In-Force
I May 1, 1996 I
Revised May 28, 2008

Pur pose

State human resource policy providesthat an agency may separate an employee whenever it is necessary due to shortage of
funds or work, abolishment of a position, or other material change in duties or organization. State policy further provides
that each agency shall develop awritten plan for reduction-in-force which shall be administered in accordance with the
provisionsof N.C.G.S. 126 aswell as policy sanctioned by the State Personnel Commission.

Thefollowing policy and procedure concerning reduction-in-forceis consistent with the State's policy governing thisissue,
and it isintended to ensure that departmental reductions-in-force are planned and implemented in afair and systematic

manner.

Policy

A reduction-in-force (RIF) occurswhen management determinesthefollowing:

(a) the need exists to consolidate, reorganize or abolish programs or organizational unitswith a
resulting loss of one or more permanent positions,

(b) the need existsto redesign the duties and responsibilities of a permanent position so materially
that the changed classification and qualifications render the incumbent unqualified for the redesigned

position, or,

(c) the abolishment of positions and/or the reversion of salary reserve fundsisrequired by the North Carolina
General Assembly.

A RIF separation istheinvoluntary separation of acareer state employee asthe result of a Reduction-in-Force.
Department management shall consider all feasible aternativesto the RIF separation of empl oyeeswith permanent appointments.

" Career State Employee" Defined
The phrase "career state employee”, asit appliesto reduction-in-force, refersto aperson who hasbeen employedina

permanent appointment for the immediate 24 preceding months. This definition includes employeesin
trainee status who held a permanent appointment prior to entering atrainee appointment and empl oyees who have served
three years or more in atime-limited appointment.
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Exclusion from Policy

The separation of an employee with lessthan three yearsin atime-limited appointment isnot a RIF separation. These
employeesare not entitled to priority placement consideration or reemployment rightsas defined in thispolicy.

When management reassigns or transfers a position to another program and/or geographical location with no subsequent
changein classification or salary grade, the position'sincumbent shall also be reassigned or transferred with the position.
Position reassignments or transfersare not considered reductions-in-force, and are, therefore, excluded from the provisions
of the policy. An employee who elects hot to accept reassignment or transfer isnot accorded priority placement or reem-
ployment consideration rights asdefined in thispolicy.

Reduction Plan

When a Reduction-In-Force occurs, other than areduction of specific positions mandated by the NC General Assembly,
appropriate management shall develop areduction plan. The plan shall document the reasons for the RIF,

the factors considered in deciding a particular course of action and the specific positions schedul ed for abolishment or
redesign.

Thefollowing factors shall be addressed in devel oping areduction plan:

m Applicablelawsand regulations

Funding sources and budget guidelines

Potential adverseimpact on employees protected under state and federal equal employment opportunity provisions

Impact on program objectives

Possible redistribution of staff and other resources

Composition of the affected work force

Economy and efficiency

When the reduction plan will result in the probabl e separation of employeeswith permanent appointments, it shall include
the designation of alayoff unit (See Section |1, p.3, Type of Appointment) for the purpose of handling such separations.
Thelayoff unit isthe organizational unit from which employeesin the classifications specified for abolishment or redesign
will be separated. The layoff unit may be defined as an entire division or institution, or any organizational, geographical, or
program unit within adivision or institution. The layoff unit need not coincide with the program or activity that isthe cause
of thereduction.
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Separ ation of Employees

When theimplementation of areduction plan requirestheinvoluntary separation of employeeswith
permanent appointments, such RIF separations shall consider the following factors:

m Type of appointment

m Length of service

m Relativeefficiency

Type of appointment shall bethe first determinant applied when separating employees. No employee with a permanent
appointment in an affected classification shall be separated whilethere aretemporary or probationary employeesworking
in the same classification anywherein the division or institution implementing the RIF. The employee with a permanent
appointment must have the requisite knowledge, skillsand abilitiesfor the classification.

Length of service shall be applied after type of appointment and shall be defined astotal state service according to policy
approved by the State Personnel Commission. A less senior employee shall be separated before amore senior employeein
the same classification unlessthereisadocumented materia differenceinthe employee'srelative efficiency. Whenthe
length of serviceisone of the considerationsin determining retention, an employee who qualifiesfor veteran's preference
will be accorded one year of service for each year or fraction thereof of military service up to amaximum of five years.

When the length of service of two or more employeesin the affected classification isequal, separation decisions shall be
based on relative efficiency asdefined below.

Relative efficiency shall be determined from the review and comparison of employee performance eval uations on record for

the last completed work cycle and from any formal disciplinary action brought against the employee during the preceding
twelvemonths.

Plan Approval

When the necessary separation decisions are reached through application of the criteria noted above, management shall
notify the Director, Division of Human Resources, in writing of the proposed Reduction-in-Force. The notification shall
includethefollowing elements:

m A copy of the reduction plan

m A list of the employees scheduled for separation and their appointment status

m The anticipated effective date(s) of such separations

m Certification that the proposed separations will beimplemented in accordance with the departmental RIF policy and

procedure

Beforeimplementation or formal notification to affected employees, the reduction plan and related separation proposals
must be approved in writing by the Director of the Division of Human Resources.



Noticeto Employees

After plan approval, management shall give all employees scheduled for separation awritten notice.

In the case of employeeswith permanent appointments, such notice shall includeinformation ontheir
priority placement and reemployment consideration status and applicable appeal rights. The notice
shall include the anticipated effective date of separation. The employee notice shall be given as soon as
possible but no less than 30 calendar days before the scheduled separation date. Thedivision or
institution human resource manager shall receive acopy of the notice.

Concurrent with or subsequent to presenting the notice to the employee, the appropriate supervisor shall
discuss with the empl oyee scheduled for separation the reasons for the action and his/her rights and responsibilities
under thispolicy.

Priority Placement and Reemployment Consider ation

An employee with a permanent appointment who is subject to a Reduction-in-Force (RIF) shall have priority placement and
reemployment consideration rightsfor vacanciesin state agencies and institutions subject to the provisions of the State
Personnel Act. On receipt of written notice of imminent separation due to a Reduction-in-Force, an employeewith a
permanent appointment acquires priority placement statuswithin all state agenciesand institutions.

After the date of separation, affected employees shall be accorded priority reemployment consideration statusin accordance
with thispolicy.

An applicant with priority placement and reemployment consideration status (RIF priority) has priority over non-state
government applicants for vacancies at asalary grade, salary rate, and appointment type equal to or below that held at the
time of notification. When more than one RIF employee appliesfor avacant position, a RIF employee with more than 10
years of service shall receive priority consideration over aRIF employee with lessthan 10 yearsin the same or related
classification. RIF employeesreceiveequal consideration with state employees not affected by the reduction-in-force.
RIF priority isin effect for twel ve months foll owing the date the employee receives the written notification of imminent
separation.

To exercise priority placement status, the employee must submit a current employment application to the appropriate
division or institution human resource office. The human resource manager shall then forward the completed application to
the Division of Human Resources for submission to the Priority Reemployment Consideration Program in the Office of
State Personnel. When an appropriate vacancy has been identified either by the employee or through the Division of
Human Resources, the employee shall be offered the position unlessthe position is offered to a current state employee or
another RIF applicant. The following requirements must be met:

m Employee must meet the minimum qualificationsfor the class as stated in the section entitled " Recruitment
Standard."

m  Employee must meet the specific job requirements as outlined by management.

m Employee must possessthe ability to satisfactorily perform the job duties and responsibilities within areasonable
period of time after appointment.

A RIF employee may be placed in a position at asalary grade, salary rate and appointment type greater than, equal to,

or below that of the position held at the time of notification. All placement offerswithin the Department shall bein
writing. The employee must respond in writing within three calendar days of receipt of the offer. RIF priority issatisfied
when the employee accepts a position that is at asalary grade, salary rate, and appointment type which isthe same or
greater than that held at the time of notification. 1f the employee refuses an interview or rejects an offer of employment for
aposition at asaary grade, salary rate, or appointment type which is higher, he/she forfeits further RIF priority unlessthe
position exceeds adistance of thirty-five milesfrom the the employee's previouswork station. An employee shall retain
priority if he/she accepts an offer for aposition at asalary grade, salary rate, or appointment type which islower than the
position held at thetime of notification.
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When a RIF employee accepts a position at the same or at alower salary grade, his salary rate will be the salary at the
time of notification, unlessthe salary rate exceeds the maximum of the new salary grade, in which case, the salary rateis
reduced to the maximum of the new salary grade. When an employee accepts aposition at a higher salary grade, the salary
rate will be set according to the promation policy.

Assistance for Department Employees

Thedivision or institution human resource manager shall be responsiblefor providing information concerning the reduction-
in-force and associated rights and responsibilitiesto affected employees. Thisrolewill includethefollowing:

m Initial guidance and counsel on RIF policy and procedure

m Liaison with the Division of Human Resources

m Job placement assistance and job counseling

m Referralsfor necessary training and devel opment

m Coordination of job placement effortswithin adivision or institution

Employeeswho decline assistance on job placement or reempl oyment must acknowledgetheir electionin writing to the
division or institution human resource manager. Thewritten confirmation declining assistance will be forwarded to the
Division of Human Resources who will then forward the documentation to the Office of State Personnel.

It shall be the Department's responsibility to make all feasible and reasonabl e effortsto identify appropriate vacancies
and employment opportunitiesfor employees subject to aReduction-in-Force. Thedivision or institution human resource
manager will assume responsibility for assisting employees and ensuring coordination with the Division of Human Re-
Sources.

Appeal Rights

An employee with a permanent appointment has the right to appeal a RIF separation and/or the alleged denia of priority
placement or reemployment consideration statusin a sel ection decision in accord with the departmental empl oyee grievance
policy (DHHS Directive No. 111-8).

Appeal of a RIF Separation

Appeals of aRIF separation shall befiledinitially at Step 2 of the departmental grievance procedure and within 15 calendar
days from the date of the employee's separation, i.e., the last day of work. The soleissuein an appeal of a RIF separation
iswhether management applied systematic proceduresin determining who would be separated, unlessthereisan allegation
that the separation was the result of an unlawful discrimination. Career employees may appeal afinal departmental deci-
sion on aRIF separation to the State Personnel Commission.

Denial of Priority Placement or Reemployment Consideration Status

Appealsof alleged denial of priority placement or reemployment consideration in aselection decision shall befiledinitially
at Step 2 of the departmental grievance procedure and within 15 calendar days from the date the employee is notified of the
decision.

Inlieu of filing an appeal under the departmental grievance procedure, an employee with career status may elect to appeal
an aleged denial of priority placement or reemployment consideration directly with the State Personnel Commission.

An employeewho allegesthat a RIF separation or denia of priority placement or reemployment
consideration was the result of unlawful discrimination may elect to file an appeal either under
the departmental grievance procedureor directly with the State Personnel Commission.




Employee Assistance Program Directory

Administrator for the DHHS EAP Program:

Rickye Collie

Assistant Human Resources Director for Institutions and Educational Services
Division of Human Resources

Raleigh, NC

919.733.2662

Employee Assistance Program Consultants
The program consultants listed below provide technical assistance, assessments, and
training support for the DHHS institutions:

Ray Robbins Vicki Harrington
Central Region Eastern Region
Raleigh, NC Greenville, NC
1.800.603.8496 (Pager) 1.800.451.6324 (Pager)
919.855.4730 (Phone) 252.355.9035 (Phone)
Karen Molli

Western Region

Black Mountain, NC
1.888.774.7926 (Pager)
828.669.4398 (Phone)

For information about DHHS EAP, you may visit the EAP website at:
http://www.ncdhh.gov/humanresources/esb/eapcoordinators.htm



http://www.ncdhh.gov/humanresources/esb/eapcoordinators.htm

NC State Agency Resources

Employee Security Commission
http://www.ncesc.com

North Carolina Office of State Personnel (NC OSP)
http://osp.its.state.nc.us

Dominick D’Erasmo, M.A.

Human Resources Partner

NC OSP — RIF Priority Reemployment Program
116 W. Jones Street

Raleigh, NC 27603-8004

Phone: 919.807.4822

Fax: 919.733.0653


http://www.ncesc.com/
http://osp.its.state.nc.us/

NOTES

copies of this document were printed at a cost of or per copy.

The North Carolina Department of Health and Human Services does not discriminate on the basis of race,
color, national origin, sex, religion, age or disability in employment or provision of services.
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